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ADMINIG U ATIVE & V1IANCLA JRCEDURLES FOR
R 25X1A9A
DURIRG BROUKINGL ISTITUTION FELLOWSHLP

15 MARCGH 1965 - 15 MARCH 1966

Lo Durisg [ -:::2¢2nce ot the Brookings Institution, 2°X1A9
he will be carvied on the rolls of the Exocutive Staff,

2. Time vud stlendsnce records will be malntained by the Zxocutive
Staif and in the event of annual or eick leave, he must inform the Execae
dve Sinff accordingly.
T ' 25X1A9
3. — should trks bmmediate steps to suthurize his bank
te net s Power of Attoraey during bls ubsence for the receipt eand Jdeposit
o bis salary check. He should clso provide the Budget & Fiscol Deanch,
ALTS, by memorandum, the name and addrese of the bank to which he
desires his snlary check to be forwerded for deposit,

4. Hospltalization clalme snd the payment of insurance promiums
may be handled by mail, or ho miay handle such mattere personaily at
tleadguarters. In tha event he desices to use the malls for this purpoOse, -
the addreas is as {ollowe:

Goverament Dmpluyees Health Association
P,0, Dox 463
Washington, D.C, « 20044

5. If funds will be required by NN for cutertsinment 207 /0N
purposcs, he should yequoat the Director of Security to authorize the E

. wxpenditure of such funds since OTR will not authorise thig in the travel
order.

6. The Cffice of Trainlng, CIA, will prepare his travel order for
the period of the Fellowship. It will authorize the eupenditores of funds
in the amouot of 51500, {Sce sttached estimmnte of expenaos/travel and
por dlemd) Travel vouchers will be submitted monthly to the External
Training Cranch, OTR, Room 639, 1000 N. Glebe Road, Arlington, Va.

7. The tuitlon fee of $500 for his sttendance at the Brookings
_ lnstitution will be borne by the Cliice of Tratning, CIA, '
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25X1A9A Ge will bz pormitied to retsin bis offlcial parking
pormit for the Dletrict of Coluwinbiag howeaver, he will surrender hig
Agency parking permit snd wiilize tha Visitors Pazking Lot when visite
ing Headquariers. The formor will be rencwed prior 10 axpiration on
30 June 1965 by the Chief, Logistics Branch, AxTS, and [JIEZ5X1A%A
will be so ndvised.

9. Since NN <<-!ccs to carry his CIA credentinl for 25X1A9A
identificntion purposos when cuntaeting police, crudit, end school
geprosentatives, he ghould direci » raemorandum 1o the Deputy Dire
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25X1A

otated he ¢2n soc no b= 25X1A9A

[  Jection to aveylng the CIA credential since he is an overs 25X1A9A
| CIA employee.

2w




